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Special District Budget 2007 Forms and Instructions

 
The Special District Budget 2007 Forms are used by all taxing districts other than counties, cities, 
townships, USDs, community colleges, and recreation commissions.  If total expenditures budgeted are 
less than $500, a budget must be prepared; but only the Notice of Budget Hearing needs to be published, 
the Budget Summary does not have to be published. 
 
All statutory fund levy limits are suspended by K.S.A. 79-5040.  The only levy limits that apply are those 
that are set by resolution.  If you have such a resolution, include a copy and footnote the Certificate page.   
This budget determines your tax levies and provides financial information to the public.  It is used 
extensively by the Legislature, state agencies, and federal agencies to determine local tax effort and 
expenditure categories.  All instructions, forms, and checklists should be studied carefully.  If you have 
suggestions concerning the design of the budget forms, please contact our office. 
 
We encourage preparing the budget on computer because it increases efficiency.  We provide Excel budget 
templates that are available on internet website http://da.state.ks.us/ar/muniserv/  at all training sessions, or 
call Mark Handshy at 785-296-4799. 
 
If you want to submit your budget on the Excel spreadsheet, contact your local County Clerk for specific 
procedures; the counties have various computer systems so they will have to provide instructions.  At a 
minimum, you will have to submit (1) two copies of the printed Certificate form, signed by the Governing 
Body members, (2) two copies of the newspaper publication of the Notice of Hearing, (3) signed resolution 
to exceed the computed limit (if applicable), (4) e-mail the file to the county clerk and our office or 
provide disks. 
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Calendar 
 
This budget must be prepared so that it can be filed with the County Clerk by August 25.  The 
following calendar shows the last date the various steps must be completed to meet this deadline: 
 
 August 5 Publish Notice of Hearing 
 August 15 Hold Budget Hearing 
 August 25 Certify Budget to County Clerk 
 
There must be at least ten days between the publication and the hearing and ten days between the 
hearing and certifying the budget to the County Clerk.  If publication is made at least ten days prior 
to a regular meeting date, the budget hearing can be part of the regular meeting. 
 

Reporting Requirements 
 
All districts are required to prepare annual financial reports for the last completed year as part of 
their annual budget.  Districts which meet any of the following three criteria are required by K.S.A. 
75-1122 to be audited: (1) annual gross receipts in excess of $275,000 (2) general obligation bonds 
outstanding in excess of $275,000, or (3) revenue bonds outstanding.  All audits required by K.S.A. 
75-1122  must be filed with the Division of Accounts and Reports along with a $150 audit filing fee.  
Other districts may contract to have their financial statements audited, but it is not required. 
 
An annual report is required for all cemetery districts levying a tax under K.S.A. 17-1330 et seq. 
 K.S.A. 15-1015, or K.S.A. 17-1372.  The report must be filed with the County Clerk by January 
15 showing all the money and investments on December 31.  The county clerk has a supply of 
the report forms. 
 

General Instructions 
 
Prior to preparing the budget obtain the following information: 
 
 County Treasurer’s estimates of revenue 
 County Clerk’s budget information 
 
Special districts vary a great deal in size and complexity.  These forms will meet the needs of most, 
and they may be lengthened if necessary.  The larger districts can use the longer forms provided in 
the City/County set of forms available from the County Clerk.  Alternate forms and computer 
printouts are acceptable.  However, they must follow the same format as the state forms to comply 
with statutory requirements.  All forms must be on 8.5” x 11” paper. 
 
Use rounded dollars on all forms in all columns.  Thus, individual amounts may need to be adjusted 
a few dollars to add to the correct totals. 
 
The following list of special districts with power to levy taxes directly.  The consolidated method 
should not be used for these districts. 
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 District                      Levy Authority Provided by K.S.A. 
 
Airport 27-333 
 
Ambulance 65-6113 
 
Cemetery 17-1336a(b) Equipment Reserve 
 17-1336a(a) Road Improvement Reserve 
 
Community Building 15-11b10 
 
Drainage 24-407, 24-512, 24-618 to 24-634 
 
Extension 2-623 
 
Fire 19-3612d (certain counties) 
 19-3612e (Reno County) 
 19-3616  (certain counties) 
 19-3622 
 19-3626  (in 2 counties) 
 80-1520 
 80-1546 
 
Hospital 19-4601  (County Hospitals, elected board only) 
 80-2501  (District Hospitals) 
 
Improvement 19-2765 
 
Industrial 19-3808 
 
Irrigation 42-377 
 
Library 12-1215  (Topeka, Salina and Hutchinson) 
 12-1247 
 75-2551 
 12-1234  (Regional) 
 12-1237  (Regional) 
 
Sewer 19-27a09, 80-2021 
 
Water 19-3541 
 
Watershed 24-1208, 24-1219 
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Worksheet 
 
This worksheet should be used only when the special district is located in more than one county.  It 
is used to record data furnished by the County Clerks and treasurers and allocates motor vehicle, 
recreational vehicle and 16/20M vehicle taxes.  Enter the information provided by each county and 
total it at the bottom.  The worksheet provides only two columns to accumulate taxes levied in the 
various tax levy funds.  If you need more columns, you’ll have to devise your own expanded form. 
 
Here is an example worksheet to illustrate its use: 
 

Largest Fund of 
2004 Levy (2005 Budget) 

2005 Tax Levy 
(2006 Budget) 

 
County Treasurers’ Estimates for 2007  

County 

July 1,2006 
Estimated 
Assessed 
Valuation 

Amount 
Uncollected 

Amount 
Levied 

General
Fund 

Emp Ben
Fund 

 
LAVTR 

 
MVT 

 
RVT 

 
16/20M

Home 125,667,136 2,314 51,487 64,099 3,280 3,157 4,500 500 250
Barber 56,100,000 574 23,654 34,874 1,785 1,514 900 95 47
Butler 120,500,000 2,420 55,418 68,359 3,498 3,485 5,813 525 263
Cowley 96,920,966 1,691 38,277 50,376 3,215 2,560 3,401 315 157
Harper 61,020,159 138 22,020 28,644 1,828 1,032 913 80 40
Harvey 46,660,301 1,296 21,208 25,620 1,090 1,200 1,704 165 83
TOTAL 506,868,562 8,433 212,064 271,972 14,696 12,948 17,231 1,680 840
  a a b,c B,c b b or c b or c b or c 
See the Worksheet Form, Page No. 3 in the budget forms for explanation of the letter codes. 
 

Fund Pages 
 
The fund page serves as a financial statement for each fund, showing all receipts and expenditures as 
well as the beginning and ending balances.  A fund is an independent fiscal and accounting entity 
under governmental accounting principles.  Prepare a separate fund page for each fund maintained in 
the accounting records. 
 
The fund pages have three years in parallel columns: Prior Year Actual, Current Year Estimate and 
Proposed Budget Year.  Preparing the first draft for all fund pages is the first step in completing the 
budget document.  The fund pages can be prepared as soon as the prior year accounts are closed. The 
financial information for the prior year is used to complete column 1 of the fund page for next year’s 
budget. Fund pages should be drafted for each fund by July 1. 
 
Fund Pages Vary in Complexity 
 
Two Fund Pages for Funds with a Tax Levy are in the set.  Two forms are provided to allow 
flexibility in the amount of detail that is shown for a fund.  Choose the form that has enough lines for 
the detail desired.  Use A & R computer spreadsheets or design a spreadsheet using the same basic 
formats if more lines are needed. 
 
Complete Fund Pages in Stages 
 
Normally the fund pages are completed in three stages.  In stage 1, complete the Prior Year Actual 
column for all fund pages.  In stage 2, complete the Current Year Estimate column for all fund 
pages. In stage 3, complete the Proposed Budget Year column for all fund pages. 
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Fund Pages For Funds With A Tax Levy 
 
Stage 1 - Complete the Prior Year Actual Column for All Fund Pages With a Tax Levy 
 
The Prior Year Actual column in each fund page is a financial statement for that fund for the year 
just completed.  The following information is needed for that financial statement: 1) Unencumbered 
Cash Balance January 1; 2) receipts; 3) expenditures; and 4) Unencumbered Cash Balance 
December 31.  Each of these items is discussed below. 
 
Step 1. Fund Name.  Enter the name of the fund in “___________ Fund” field. 
 
Step 2. Enter Unencumbered Cash Balance January 1.  This is the beginning cash balance as 

shown in the accounting records for the fund less encumbrances and accounts 
payable outstanding. 

 
 Note: Beginning Balance in Prior Year Actual column should agree with Beginning 

Balance in Current Year Estimate column on the fund page in the current year 
budget.  If there is a difference, determine why the balance has changed. 

 
Step 3. Enter the receipt categories and amounts.  Generally, receipts should be categorized 

into the same classifications that appear in the budget document that was prepared in 
the previous year.  The amounts are derived from the accounting records by using a 
budget worksheet, computer printout, or annual audit report. 

 
Step 4. Calculate and enter Total Receipts.  This is the sum of all receipt amounts. 
 
 Note: Do not include Unencumbered Cash Balance January 1 in Total Receipts. 
 
Step 5. Calculate and enter Resources Available. This is the sum of Total Receipts and 

Unencumbered Cash Balance January 1. 
 
Step 6. Enter the expenditure categories and amounts.  Generally, expenditures should be 

categorized into the same classifications that appear in the budget document that was 
prepared in the previous year.  The amounts are derived from the accounting records 
by using a budget worksheet, computer printout, or annual audit report. 

 
 Note: Outstanding encumbrances should be included in the expenditure amounts. 
 
Step 7. Calculate and enter Total Expenditures.  This is the sum of all expenditure amounts. 
 
Step 8. Calculate and enter Unencumbered Cash Balance December 31. This is computed by 

subtracting Total Expenditures from Resources Available.  Compare the computed 
balance to the cash balance in the accounting records to determine that the balance is 
correct.  The balance should equal the cash balance less encumbrances and accounts 
payable. 
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Stage 2 - Complete the Current Year Estimate Column for All Fund Pages With a Tax Levy 
 
The same type of information entered in the Prior Year Actual column for all fund pages must also 
be entered in the Current Year Estimate column.  However, there is a big difference between the 
information in these columns.  The Prior Year Actual column contains actual receipts and 
expenditures while the Current Year Estimate column contains estimated receipts and expenditures 
for the current year budget. 
 
Step 1. Enter Unencumbered Cash Balance January 1. This is the beginning cash balance as 

shown in the accounting records for the fund less encumbrances and accounts 
payable outstanding. 

 
 Note: Copy Unencumbered Cash Balance December 31 from the Prior Year Actual 

2005 column. 
 
Step 2. Calculate and enter the receipt amounts.  Normally, the receipts for the Current Year 

Estimate column will come directly from the budget prepared the prior year.  Use the 
related fund page from the budget prepared the prior year and copy amounts directly 
from the Proposed Budget Year column.  However, review amounts to determine if 
the estimate needs to be changed based on actual receipts received in the current 
year.  If a better estimate is available, use it. 

 
 Note:  Ad Valorem Tax is in the right column at the bottom of the fund page entitled 

Amount of Ad Valorem Tax in the current year budget.  This amount should be 
shown on the ad valorem tax line on the fund page in the Current Year Estimate 
column. 

 
Step 3. Calculate and enter Total Receipts. This is the sum of all receipt amounts. 
 
 Note: Do not include Unencumbered Cash Balance January 1 in Total Receipts. 
 
Step 4. Calculate and enter Resources Available. This is the sum of Total Receipts and 

Unencumbered Cash Balance January 1. 
 
Step 5. Enter the expenditure amounts.  Normally, the expenditures for the Current Year 

Estimate column will come directly from the budget prepared the prior year.  Use the 
related fund page from the budget prepared the prior year and copy amounts directly 
from the Proposed Budget Year column.  However, you can revise the estimates as 
long as the total expenditures for the fund do not exceed the amount originally 
published in the prior year or the resources available, whichever is less.  
Expenditures may exceed the amount published only if the budget of that fund is 
amended. 

 
Step 6. Calculate and enter Total Expenditures.  This is the sum of all expenditure amounts. 
 
Step 7. Calculate and enter Unencumbered Cash Balance December 31. This is computed by 

subtracting Total Expenditures from Resources Available.  A negative 
Unencumbered Cash Balance December 31 is not allowed; decrease expenditures to 
eliminate any negative amount. 
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Stage 3 - Complete the Proposed Budget Year Column for All Fund Pages With a Tax Levy 
 
The same type of information entered in the first two columns for all fund pages must also be 
entered in the Proposed Budget Year column.  The amounts entered in this column are receipt and 
expenditure estimates for the Proposed Budget Year. 
 
Step 1. Enter Unencumbered Cash Balance January 1. This is the amount calculated for 

Unencumbered Cash Balance December 31 in the Current Year Estimate column. 
This is the estimated cash available at the beginning of the budget year. 

 
Step 2. Enter the receipt estimates.   
 
 The estimates for motor vehicle tax, recreational vehicle tax, 16/20M vehicle tax and 

local ad valorem tax reduction will be included in the County Treasurers Budget 
Information and will be available about July 1.  

 
 The other receipts are from local sources.  Use the prior year receipts as a basis to 

determine the estimate for the proposed year. 
 
Step 3. Calculate and enter Total Receipts. This is the sum of all receipt amounts. 
 
 Note: Do not include Unencumbered Cash Balance January 1 in Total Receipts. 
 
Step 4. Calculate and enter Resources Available. This is the sum of Total Receipts and 

Unencumbered Cash Balance January 1. 
 
Step 5. Enter the proposed expenditures.  The expenditure estimates should be based on the 

prior year’s actual and current year estimates with adjustments for any known 
changes.  The total of all expenditures should be entered in the line for total 
expenditures. 

 
Step 6. Calculate and enter Non-appropriated Balance that is allowed by K.S.A. 79-2927. 

This is a budgeted carryover from the Proposed Budget Year to the following budget 
year.  The limit is 5 percent of the Total Expenditures plus the Non-appropriated 
Balance.  To determine the limit, divide Total Expenditures by .95 and subtract Total 
Expenditures from the result. 

 
Step 7. Calculate and enter Total Expenditures and Non-Appropriated Balance.  This is the 

sum of Total Expenditures and Non-appropriated Balance. 
 
Step 8. Calculate and enter Tax Required.  This is computed by subtracting Resources 

Available from Total Expenditures and Non-Appropriated Balance. 
 
Step 9. Calculate and enter the Delinquency Computation if a delinquency rate is used. The 

delinquency rate is found on the County Clerk’s Budget Information.  
 
Step 10. Compute Amount of 2006 Ad Valorem Tax by adding Tax Required and 

Delinquency Amount. 
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Fund Pages For Funds With No Tax Levy 
 
Stage 1 - Complete the Prior Year Actual Column for All Fund Pages 
 
The Prior Year Actual column in each fund page is a financial statement for that fund for the prior 
year just completed.  The following information is needed for that financial statement: 1) 
Unencumbered Cash Balance January 1; 2) cash receipts; 3) expenditures; and 4) Unencumbered 
Cash Balance December 31.  Each of these items is discussed below. 
 
Step 1. Fund Name.  Enter the name of the fund in “___________ Fund” field. 
 
Step 2. Enter Unencumbered Cash Balance January 1.  This is the beginning cash balance as 

shown in the accounting records for the fund less encumbrances and accounts 
payable outstanding. 

 
  Note: Beginning Balance in Prior Year Actual column should agree with Beginning 

Balance in Current Year Estimate column on the fund page in the current year 
budget.  If there is a difference, determine why the balance has changed. 

 
Step 3. Enter the receipt categories and amounts.  Generally, receipts should be categorized 

into the same classifications that appear in the budget document that was prepared in 
the previous year.  The amounts are derived from the accounting records by using a 
budget worksheet, computer printout, or annual audit report. 

 
Step 4. Calculate and enter Total Receipts.  This is the sum of all receipt amounts.   
 
 Note: Do not include Unencumbered Cash Balance January 1 in Total Receipts. 
 
Step 5. Calculate and enter Resources Available. This is the sum of Total Receipts and 

Unencumbered Cash Balance January 1. 
 
Step 6. Enter the expenditure categories and amounts.  Generally, expenditures should be 

categorized into the same classifications that appear in the budget document that was 
prepared in the previous year.  The amounts are derived from the accounting records 
by using a budget worksheet, computer printout, or annual audit report. 

 
 Note: Outstanding encumbrances should be included in the expenditure amounts. 
 
Step 7. Calculate and enter Total Expenditures.  This is the sum of all expenditure amounts. 
 
Step 8. Calculate and enter Unencumbered Cash Balance December 31. This is computed by 

subtracting Total Expenditures from Resources Available.  Compare the computed 
balance to the cash balance in the accounting records to determine that the balance is 
correct.  The balance should equal the cash balance less encumbrances and accounts 
payable 
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Stage 2 - Complete the Current Year Estimate Column for All Fund Pages 
 
The same type of information entered in the Prior Year Actual column for all fund pages must also 
be entered in the Current Year Estimate column.  However, there is a big difference between the 
information in these columns.  The Prior Year Actual column contains actual receipts and 
expenditures for the Prior Year Actual budget while the current year estimate column contains 
estimated receipts and expenditures for the current year budget. 
 
Step 1. Enter Unencumbered Cash Balance January 1. This is the beginning cash balance as 

shown in the accounting records for the fund less encumbrances and accounts 
payable outstanding. 

 
 Note: Copy Unencumbered Cash Balance December 31 from the Prior Year Actual 

2005 column. 
 
Step 2. Calculate and enter the receipt amounts.  Normally, the receipts for the current year 

estimate column will come directly from the budget prepared the prior year.  Use the 
related fund page from the budget prepared the prior year and copy amounts directly 
from the Proposed Budget Year column.  However, review amounts to determine if 
the estimate needs to be changed based on actual receipts received in the current 
year.  If a better estimate is available, use it. 

 
Step 3. Calculate and enter Total Receipts. This is the sum of all receipt amounts. 
 
 Note: Do not include Unencumbered Cash Balance January 1 in Total Receipts. 
 
Step 4. Calculate and enter Resources Available. This is the sum of Total Receipts and 

Unencumbered Cash Balance January 1. 
 
Step 5. Enter the expenditure amounts.  Normally, the expenditures for the current year 

estimate column will come directly from the budget prepared the prior year.  Use the 
related fund page from the budget prepared the prior year and copy amounts directly 
from the Proposed Budget Year column.  However, you can revise the estimates as 
long as the total expenditures for the fund do not exceed the amount originally 
published in the prior year or the resources available, whichever is less.  
Expenditures may exceed the amount published only if the budget of that fund is 
amended. 

 
Step 6. Calculate and enter Total Expenditures.  This is the sum of all expenditure amounts. 
 
Step 7. Calculate and enter Unencumbered Cash Balance December 31. This is computed by 

subtracting Total Expenditures from Resources Available.  A negative 
Unencumbered Cash Balance December 31 is not allowed; decrease expenditures to 
eliminate any negative amount. 
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Stage 3 - Complete the Proposed Budget Year Column for All Fund Pages 
 
The same type of information entered in the first two columns for all fund pages must also be 
entered in the Proposed Budget Year column.  The amounts entered in this column are receipt and 
expenditure estimates for the Proposed Budget Year. 
 
Step 1. Enter Unencumbered Cash Balance January 1. This is the amount calculated for 

Unencumbered Cash Balance December 31 in the Current Year Estimate column. 
This is the estimated cash available at the beginning of the budget year. 

 
Step 2. Enter the Cash Receipts Estimates. 
 
Step 3. Calculate and enter the Total Receipts. This is the sum of all receipt amounts. 
 
 Note: Do not include Unencumbered Cash Balance January 1 in Total Receipts. 
 
Step 4. Calculate and enter Resources Available. This is the sum of Total Receipts and 

Unencumbered Cash Balance January 1. 
 
Step 5. Enter the proposed expenditures.  The expenditure estimates should be based on the 

prior year’s actual and current year estimates with adjustments for any known 
changes. 

 
Step 6. Calculate and enter the Total Expenditures.  This is computed by adding all 

expenditure amounts. 
 
Step 7. Calculate and enter Unencumbered Cash Balance December 31. This is computed by 

subtracting the Total Expenditures from Resources Available.  There is no limit on 
the ending balance.  However, it is usually a good idea to budget most of the 
resources available.  A negative Unencumbered Cash Balance December 31 is not 
allowed; decrease expenditures to eliminate any negative amount. 

 
Computation to Determine Limit for 2007 Bud 

 
The Computation to Determine Limit for 2007 Budget shows the maximum levy that can be made 
without adopting a resolution to exceed the limit.  All statutory fund levy limits are suspended.  
K.S.A. 79-2925b requires that a resolution must be passed if the tax levies in the 2007 budget exceed 
the tax levy in the 2006 budget with certain adjustments.  
 
Step 1. Enter Total Tax Levy Amount in 2006 Budget.  The Certificate of the current budget 

year shows this amount.  
 
Step 2.  Enter Debt Service Levy in 2006 Budget.  Debt service payments include bond and 

interest, temporary note, and no-fund warrant levy amounts from the current budget 
year.  This adjustment is allowed as along as debt service payments are budgeted in a 
fund with a tax levy. 

 
Step 3. Calculate and enter Tax Levy Excluding Debt Service. This is the amount on line 1 

less the amount on line 2. 
 



 -xi- 

Step 4. Enter New Improvements on line 4.  The value of new improvements is on the 
County Clerk’s Budget Information.  

 
Step 5. Calculate and enter Increase in Personal Property for 2006.  On line 5a enter the 

2006 personal property valuation from the County Clerk’s Budget Information.  On 
line 5b enter the 2005 personal property valuation from the County Clerk’s Budget 
Information.  Calculate the increase in personal property by subtracting 5b from 5a.  
Use this value only if there is an increase.  

 
Step 6. Enter Valuation of Property that has Changed in Use during 2006 from the County 

Clerk’s Budget Information.  This should include only real estate valuation. 
 
Step 7. Calculate and enter Total Valuation Adjustment.  This is the sum of the values on 

lines 4, 5c, and 6.  
 
Step 8. Enter Total Estimated Valuation July 1, 2006.  The County Clerk’s Budget 

Information includes the total.  
 
Step 9. Calculate and enter Total Valuation less Valuation Adjustment.  Subtract the value 

on line 8 less the value on line 7, if the result is negative enter zero. 
 
Step 10. Calculate and enter Factor for Increase.  This is the value on line 7 divided by the 

value on line 9.  
 
Step 11. Calculate and enter Amount of Increase.  This is the value on line 3 multiplied times 

the value on line 10.  
 
Step 12. Calculate and enter Maximum Tax Levy without Ordinance or Resolution.  This is 

the sum of the values on line 3 and line 11. 
 
Step 13. Enter the debt service levy for this 2007 budget after the budget has been completed. 
 
Step 14. Calculate the Maximum Tax Levy, including debt service, without ordinance or 

resolution. This is the sum of the values on line 12 and line 13.  This is the maximum 
amount that can be levied unless the governing body adopts an ordinance or 
resolution.  

 
Allocation of Motor (MVT), Recreational (RVT) & 16/20M Vehicle Taxes 

 
This form is used to allocate the motor, recreational and 16/20M vehicle taxes to the funds with a tax 
levy.  These three taxes must be allocated to each fund with a tax levy in proportion to the tax levies 
in the current year budget. See K.S.A. 79-5110.  These allocations are receipts on the Fund Pages for 
each fund with a tax levy.  
 
Step 1. Enter in 2006 Budgeted Fund Names and Actual Amount of 2005 Tax Levy 

columns, the names of the funds and the amounts of the tax levy for each of the funds 
with a tax levy in the current year budget.  This information can be taken from 
Certificate of the current year budget.  

 Note: The County Clerk’s actual tax levy amount may be slightly different but there 
should be no material differences unless the County Clerk notified you of changes 
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last fall. 
 
Step 2. Calculate and enter Total for the Actual Amount of 2005 Tax Levy column.  Verify 

that the amount agrees with the current year budget total for all tax levies. 
 
Step 3. Enter the revenue estimates from the County Treasurer’s Budget Information for the 

motor, recreational and 16/20M vehicle taxes on the Total line of the respective 
columns.  

 
Step 4. Calculate and enter the factors on the lines provided at the bottom of the form. The 

factors are calculated by dividing each estimate by the total levies for all funds. 
 
Step 5. Calculate and enter the allocations on the appropriate lines.  The fund allocation for 

the budget year is calculated by multiplying the factor by the fund’s Actual Amount 
of 99 Tax Levy. 

 
Step 6. Verify that the fund allocations equal the total amount entered on Total line.  

Rounding may result in a small difference that must be adjusted. 
 

Statement of Indebtedness 
 
The Statement of Indebtedness is used to record all existing indebtedness of the taxing subdivision 
and any anticipated issues with payments due in the budget year.  There are three possible types of 
debt: general obligation bonds, revenue bonds, and other.  The “other” category includes no-fund 
warrants, temporary notes, and other debt. 
 
General obligation principal and interest can be paid from a bond and interest tax levy or any other 
source.  Revenue bond principal and interest can only be paid from the revenue source cited in the 
revenue bond ordinance. Other debt issues have to be analyzed individually to determine the 
funding. 
 
Step 1. Enter under Type of Debt column the proper heading: general obligation, revenue 

bonds and other.  Enter the title of each issue under the heading.  Use Statement of 
Indebtedness in the current year budget for existing issues followed by any new or 
proposed issues. 

 
Step 2. Enter Issue Date, Interest Rate %, and Amount Issued from Statement of 

Indebtedness in the current year budget or the bond records for new issues.  Use an 
estimate for proposed issues. 

 
Step 3. Enter Amount Outstanding1/1/2006.  The amortization schedule (payment schedule) 

will show this information.  Proposed issues will show a zero. 
 
Step 4. Enter Date Due - Interest and Principal.  Copy from Statement of Indebtedness in the 

current year budget for issues outstanding as the beginning of the year, the bond 
records for new issues, and estimate amounts for proposed issues.  Usually interest is 
paid twice a year and principal once a year.  Show the month and day the principal 
and interest are scheduled. 

 
Step 5. Enter Amount Due 2006.  The current year amounts can be copied from current year 



 -xiii- 

budget Statement of Indebtedness or the bond records.  Proposed issues will not have 
payments in the current year. 

 
Step 6. Enter Amount Due 2007.  The amortization schedule will show the amounts for 

issues outstanding at the beginning of the year.  For proposed issues the amount due 
will be an estimate. To ensure adequate funds are available to make any required 
payments, do not underestimate possible payment requirements. 

 
Step 7. Calculate and enter total by type of debt and total for all debt for the following 

columns: Amount Outstanding 1/1/2006, Amount Due 2006, and Amount Due 2007. 
 

Statement of Conditional Lease-Purchase and Certificate of Participation 
 
The Statement of Conditional Lease-Purchase and Certificate of Participation is used to record lease-
purchase transactions under K.S.A. 10-1116b.  Lease-purchase transactions are installment 
purchases with ownership transferring to the taxing subdivision at the completion of the agreement. 
Transactions where there is no intent to purchase should not be shown. 
 
All required information is from Statement of Conditional Lease-Purchase and Certificate of 
Participation in the current year budget or from the lease purchase contract(s). 
 
Step 1. Enter the description of the purchase in Item Purchased column.  List the description 

in general terms such as copier, computer, etc. 
 
Step 2. Enter Contract Date.  Show the date the contract was executed. 
 
Step 3. Enter Term of Contract (Months).  Show the length of the contract stated in months. 
 
Step 4. Enter Interest Rate %.  Show the effective interest rate. 
 
Step 5. Enter in Total Amount Financed (Beginning Principal).  Show the total amount of 

the lease purchase. 
 
Step 6. Enter in the Principal Balance On 1/1/2006.  Show the amount outstanding as of 

January 1 of the current year.  The amortization schedule shows principal balance. 
 
Step 7. Enter the Payments Due 2006 and Payments Due 2007.  This is the sum of the 

monthly, quarterly, or semi-annual payments. 
 
Step 8. Calculate and enter totals for the following columns: Principal Balance on 1/1/2006, 

Payments Due 2006, and Payments Due 2007 
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Notice of Budget Hearing and Budget Summary 
 
The Notice of Budget Hearing and Budget Summary is published in the newspaper as required by 
statute.  This form must be correct.  The Notice of Budget Hearing and Budget Summary must be 
published at least ten days before the hearing.  The expenditures and the amounts of 2006 ad 
valorem tax for the Proposed Budget Year set the limits.  The certified amounts cannot exceed the 
published amounts in any fund. 
 
Step 1. Enter in the appropriate blanks at the top of the form, the name of the township; time, 

date, and location of hearing; and location where the budget will be available prior to 
the hearing. 

 
Step 2. List the names of the funds with a tax levy first in Fund column. Follow with the 

funds with no tax levy. 
 
Step 3. From the fund pages, enter the following: Total Expenditures for 2005 Prior Year 

Actual, 2006 Current Year Estimate, 2007 Proposed Budget Year and Amount of 
2006 Ad Valorem Tax in the 2007 Proposed Budget column. 

 
Step 4. Enter Total Tax Levied, Actual Tax Rate*, and Assessed Valuation in the 2005 Prior 

Year Actual column and Outstanding Indebtedness, January 1, 2004.  This 
information is taken from the current year budget, Budget Summary, 2005 Budget or 
Estimate column and the County Clerk’s Budget information. 

 
 Note:  All columns move to the left when transferring numbers from one year’s 

budget to the next. 
 
Step 5. Enter Total Tax Levied, Actual Tax Rate*, and Assessed Valuation in the 2006 

Current Year column and Outstanding Indebtedness, January 1, 2005. This 
information is taken from the current year budget, Budget Summary, 2006 Proposed 
Budget column and the County Clerk’s Budget information. 

 
Step 6. Enter Assessed Valuation for July 1, 2006.  This is on the County Clerk’s Budget 

Information. 
 
Step 7. Calculate and enter Estimated Tax Rate for the 2007 Proposed Budget Year column. 

 This is Amount of 2006 ad valorem tax divided by the Assessed Valuation.  Move 
the decimal three places to the right and enter the rate in Estimated Tax Rate column. 
 The General fund tax rate in the example is 73,316 divided by 3,983,188 which 
results in .01841, then move the decimal to get 18.41 mills. 

 
Step 8. Calculate and enter totals for all columns on the “Totals” line. 
 
Step 9. Calculate and enter in the transfer amount for Less: Transfers.  This is the sum of all 

transfers between budgeted funds.  Transfers to non-budgeted funds, such as the 
Equipment Reserve Fund, should not be included. 

 
Step 10. Calculate and enter Net Expenditures.  This is Total Expenditures minus Less: 

Transfers. 
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Step 11. Enter the Outstanding Indebtedness, January 1 in the Proposed Budget 2007 column 
from the Statement of Indebtedness and Statement of Conditional Lease- Purchase 
and Certificate of Participation Forms. 

 
Step 12. Verify all amounts on the budget summary are correct.  Compare all amounts to the 

budget summary in the current year budget and verify amounts that are materially 
different. 

 
Step 13. Sign the form and arrange for publication. 
 
 Note:  The expenditure amount for 2007 and the amount of 2006 ad valorem tax must 

be correct.  If the amount of 2006 ad valorem tax is too low, the only way to increase 
it is to republish the entire budget and schedule a new hearing.  If the expenditure 
amount for 2007 is too low, a budget amendment can be used to increase it.  If either 
the expenditure amount or the amount of 2006 ad valorem tax is too high, it can be 
reduced by action of the governing body with no additional publication.   

 
 If there is a mistake on the 2005 or 2006 columns, totals or the indebtedness, this is 

only published for information and no corrective action will be necessary. 
 

Certificate 
 
The Certificate is used to certify to the County Clerk that this is the adopted budget.  The Certificate 
must be signed by at least one of the governing body members.  The County Clerk will use this page 
to compute the tax levy rates using the final assessed valuation prior to November 1. 
 
Step 1. Enter the name of the taxing subdivision and county on the lines provided. 
  
Step 2. Enter fund names in Fund column in the same order as the Budget Summary. 
 
Step 3. Enter K.S.A.  Each fund with a tax levy should have an authorizing statute.  The 

statutory reference can be copied from the Certificate in the current year budget or 
obtained from the authorized fund listing in the instructions.  If a charter resolution 
authorizes the fund, enter the resolution number and attach a copy of the charter. 

 
Step 4. Enter the page number for each page shown.  Also enter the page number on each 

page. 
 
Step 5.  Enter the Total Expenditures and Amount of 2006 Ad Valorem Tax for the Proposed 

Budget 2007 column for each fund from the related fund page. 
 
Step 6.  Calculate and enter Totals for Expenditures and Amount of 2006 Ad Valorem Tax 

columns.   
 
 Note:  The fund expenditure and amount of 2006 ad valorem tax amounts on this 

form can never exceed the amounts published. 
 
 
Step 7. Verify that the total levies do not exceed the amount entered on line 14 of the 

Computation to Determine Limit for 2007 Budget.  The governing body must adopt a 
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resolution if the levies exceed this amount and a copy of the resolution should be 
attached to the budget.  

 
Step 8. If a resolution was adopted to set a levy limit for any fund, list the resolution in the 

“List any resolution setting a fund levy limit” section. A copy of the resolution 
should be attached to the budget.  

 
Step 9. Enter the preparer’s name and employer in the Assisted by: section if the budget is 

prepared by someone who is not an employee or officer of the city or county. 
 
Step 10. The governing body should sign the Certificate form after the budget is adopted. 
 

FINAL CHECKLIST 
 
Certificate
 
1. Are all funds shown? 
2. Is there an authorizing statute for each tax levy fund? 
3. Is there a page number entered in the Page No. column for all funds? 
 
Statement of Indebtedness
 
1. Is the debt properly classified? 
2. Are temporary notes and proposed issues shown on this form? 
3. If there is no indebtedness, write NONE, and include this form with your budget or show 

NONE on the Certificate. 
 
Statement of Conditional Lease, Lease-Purchase and Certificate of Participation
 
1. Are all lease-purchases shown on this form? 
2. If there are no lease-purchases, write NONE, and include this form with your budget or show 

NONE on the Certificate. 
 
General
 
1. Is the budget assembled in page order sequence?  
2. Do the Total Expenditures and Amount of 2006 Ad Valorem Tax from the individual funds’ 

forms agree with the Budget Summary and Certificate? 
3. Does this budget include tax levies for all political or governmental subdivisions for which 

you are responsible? 
4. Is the correct statutory authority shown for each tax-levy fund? 
5. Did you check each statute for detailed provisions such as, eligibility, election requirements, 

protests and tax rates? 
6. Are all amounts expressed in rounded dollars? 
7. Are all pages of the budget numbered? 
8. Are all required resolutions attached? 
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FOR THE COUNTY CLERK 
 
Date and sign the Attest blank in the lower left-hand corner after the Final Levy Rates have been 
computed.  Enter the Final Levy Rates and Final Assessed Valuation on the Certificate.  The copy of 
the budget sent to the Director of Accounts and Reports must include the final valuation and levy 
rates. 
 
You may reduce the Amount of 2006 Ad Valorem Tax to comply with the maximum levy 
computation unless a resolution been adopted.  However, you are not authorized to change any 
balances, receipts or expenditures on the fund pages. 
 
Each multi-county special district will certify the annual budget amounts of ad valorem tax to the 
County Clerk of the home county of the special district.  The County Clerk of the home county of 
each multi-county district shall certify the final tax levy rate, computed pursuant to K.S.A. 79-1803, 
to the County Clerk of every other county in which a part of the territory of such special district is 
located. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

LANDON STATE OFFICE BUILDING, 900 SW JACKSON ST., STE. 351, TOPEKA, KS  66612-1248 
 

Voice 785-296-2311     Fax 785-368-6691 (Municipal)     http://da.state.ks.us/muniserv/ 


